BENEFITS ENROLLMENT

ENROLLING ONSITE USING THE INTRANET

1. Type https://mykc.kcmo.org. In your web browser. You will be taken to the City’s myKC Intranet
page. Input your City email address and network password then click the Log In button.

o ’!uml é i é«—‘.ﬁ

To sign in to myKC, use your work email address
(i.e. wayne.campbell@kcmo.org) and your
network password (password you use to sign in

to your computer).

M
7

2. This will take you to the City’s Intranet Page. Click the PeopleSoft link at the top.

A Mysites & myKC 4 New

myKC Home 2015 Payroll Calendar Access Email PeopleSoft City Forms Help Desk Request

i KC

Departments = Human Resources = 311 | Fountain of Health

3. Click the Sign in to PeopleSoft link.
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https://mykc.kcmo.org/

You are here: Home » » People Soft

PeopleSoft
Sign in to PeopleSoft

4. Input your PeopleSoft User ID and Password and click the Sign In button

ORACLE

PEOPLESOFT ENTERPRISE
We've detected that your
browser version is not
supported by this website.
You can continue to use it,
however many of the newer
features might not work as
expected. For best results, Select a Language:
use one of the following ; -
e Enaglish Espafiol
X Dansk Deutsch
Internet  LVErsion Francais Francais du Canada
Explorer 8.0and Italiano Maayar
above) Nederlands Morsk
Mozilla (Version Polski Portugués
Firefox 35and Suomi Svenska
— above) Cedting TiE
- [T — B Pycckmii
User ID: Ispencer3s Ty ;ﬁftqﬂ.?-{
Password: esssssss| 4 L iyl
UK English
=

5. Click on PeopleSoft.

Personalize Content Layvout Tue, Jan 28 13 943 AM

Menu (=] %
[ PeopleSoft

[+ My Caontent

[ PeopleTools

— Electronic W-2's

— My Persaonalizations

— My System Profile
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6. Select Human Resources 9.1

‘Main Menu

Access the PeopleSoft content providers
Customer Relationship Mgmt 9.1

F| PeopleSoft

Einancials Supply Chain 9.1
Human Resources 9.1

7. After you successfully login, you will be on the PeopleSoft Home page; from this page, you will

have access to Self-Service. Click the Self-Service link, and then click the Benefits link.

PeopleSoft.

[Search:

&

I Time Reporting
I Personal Information
> Payroll and Gompensation
I Benefits
I Learming and Develaprent
I Perfarmante Managerment
I Recrutting Activities
- Workflow User Preferences|
[ Manager Self Service
> Worklist
[ Tree Manager
b Reparting Taols
b PeapleTonls
- Emplovee Self Senice Home
|- Mananer Gelf Geniee Home

Edit "Selt Service Foider

iy Self Service

Navigate lo your self service information and sctiviies.
Time Reporting

T D) Report and review your fime, schedules,
request absences and more

[ Report Time

3 View Time
ElUser Preferency

3. |Pavioll and Compensation
@ Revizw your pay and compensation history
Upriate your direct deposit and other deduction
or contribuion information
=) view Pavcheck
= Yolurtary Deductions
F=IDirect Deposit
2 More:

|— Personal Information
E Review and update your personal information
[Elpersonal Information Summary.
F=1Home and hsiling Address
EIPhone Humbers
4blore

Ak Benefits =z

?Revlew heatth, insurance, savings, pension ar
otter henefits information. Review and upeiate
dependient and beneficiary personal
infcrmetion,
[ Benefits Information
[ Dependents and Beneficiaries

Performance Management
Access your performance and development
iocUments, and evaluations you have done for
cthers:

¥ il Learning and Development
’{S}‘Q dd or review nformation releted 1o learning
and cther development such as: languages,
lcenses and serifioatss, competencies, ard
memberships
= Trsining Summary
I Recuiest Training Envolimert

[ 33

- Careers

| Eherem My Pessram =l Benefits Summary = Training Request Status

B ;‘—V;M ; 4 Miore: B hiore;

| It Svstern Profile ey iting Activities 0= Workflow User Preferences

|- My Dictionary =l Recruting Activiiss =] rofies workflow user preferences.
Bl careers

] Check Referral Status
= Confirm Referral
3

8. Click the Benefits link; look for the link titled Benefits Enrollment.

PeopleSoft.

[Search:

®

I+ Self Senvice
> Time Reporting
> Personal Infarmation
> Payroll and Gompensation
8
> Beneiits Information
1> Dependents and
Beneficiaries
b Lite Events
- Benefits Summare
- DependentiBeneficiary
Info
- Insurance Summary
- Benefits

Eclt 'Benefits" Folder

% Benefits

Review heslth, insuranee, savings, pension or other benefits information. Review and update depencent and beneficiary personal information.
= Benefits Summary
Review & summary of currert, past or future
beneftt enroliments.

Benefits Information Dependents and Beneficiaries
Review heatth, insurance, savings, pension or Feewiew and update dependert and benediciary
other benefits information personal information
= Health Care Summary = Dependent/Bensiciary Coverave
= savings Summary = Heaith Cars Dependent Summary.
= Savings Cortribution Summary. = Insurance Beneficiary Summary
2hore: = Savings Beneficiary Summary
Life Events Dependent Beneficiary Info
Iritiste & life event to record your marriage or Review or upetate depencent and beneficiary
the birth or adoption of your child. information

"
f your life and ADED

v 3 SUI
insurance.

= Marriage

> Leaming and Development
1> Perfarmance Wanagement
I> Recruiting Activiiies

= Warkflow User F

= Bithisdoption

Benefits Enroliment
Enrallin benefits.

9. After clicking the Benefits Enroliment link, you will be taken to the Benefits Enrollment Page. To

begin the enrollment process, click the select button.
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https://pspaprd.kc.lan/psp/PSPAPRD/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=PT_PTPP_PORTAL_ROOT&secondary=true&fname=PAPP_PEOPLESOFT_NAVIGATION&pt_fname=PAPP_PEOPLESOFT_NAVIGATION&FolderPath=PORTAL_ROOT_OBJECT.PAPP_PEOPLESOFT_NAVIGATION&IsFolder=true
https://pspaprd.kc.lan/psp/PSPAPRD_newwin/EMPLOYEE/EMPL/s/WEBLIB_EO_PE.PORTAL_HOMEPAGE.FieldFormula.IScript_Homepage_Nav?HP_NODENAME=CRM&HP_TABNAME=DEFAULT&PORTALPARAM_PTCNAV=PAPP_CR840_HPNAV_EXT&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=PT_PTPP_PORTAL_ROOT&EOPP.SCLabel=&FolderPath=PORTAL_ROOT_OBJECT.PAPP_PEOPLESOFT_NAVIGATION.PAPP_CR840_HPNAV_EXT&IsFolder=false
https://pspaprd.kc.lan/psp/PSPAPRD_newwin/EMPLOYEE/EMPL/s/WEBLIB_EO_PE.PORTAL_HOMEPAGE.FieldFormula.IScript_Homepage_Nav?HP_NODENAME=ERP&HP_TABNAME=DEFAULT&PORTALPARAM_PTCNAV=PAPP_EP840_HPNAV_EXT&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=PT_PTPP_PORTAL_ROOT&EOPP.SCLabel=&FolderPath=PORTAL_ROOT_OBJECT.PAPP_PEOPLESOFT_NAVIGATION.PAPP_EP840_HPNAV_EXT&IsFolder=false
https://pspaprd.kc.lan/psp/PSPAPRD_newwin/EMPLOYEE/EMPL/s/WEBLIB_EO_PE.PORTAL_HOMEPAGE.FieldFormula.IScript_Homepage_Nav?HP_NODENAME=HRMS&HP_TABNAME=DEFAULT&PORTALPARAM_PTCNAV=PAPP_HC840_HPNAV_EXT&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=PT_PTPP_PORTAL_ROOT&EOPP.SCLabel=&FolderPath=PORTAL_ROOT_OBJECT.PAPP_PEOPLESOFT_NAVIGATION.PAPP_HC840_HPNAV_EXT&IsFolder=false
https://pspaprd.kc.lan/psp/PSPAPRD/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=PT_PTPP_PORTAL_ROOT&secondary=true&fname=PAPP_PEOPLESOFT_NAVIGATION&pt_fname=PAPP_PEOPLESOFT_NAVIGATION&FolderPath=PORTAL_ROOT_OBJECT.PAPP_PEOPLESOFT_NAVIGATION&IsFolder=true

PeopleSoft.

= Benefits
[» Benefits Information
[> Dependents and
Beneficiaries
[» Life Events
= Benefits Summary 7
 epandaniBanaeia Benefits Enroliment
Info John Doe
Insurance Summary

>

NewWindow | Help | Custormize Page |

Afteryour initial enroliment, the only time you may chandge your benefit choices is duting open
1> Leaming and D or a qualified family status change.
b The icon provides you with additional information about your enrollment
I Recruiting Activities The Selecthutton nextto an event means itis currently open for enrollment,
~ Warkllow User Preferences| | To begin your enrollment, click Select.
- Manager Self Service
1> Recruiting
1> \Workforce Administration

- Benefits
I> Compensation Open Benefit Events

Mote: Some events may be temporarily closed until you have completed enroliment for a prior event.

> Tirme and Labar nt Descript Event Date  Event Status  Job Title

1> Payroll for North America T SENIOR

[ Workforce Development Open Enroliment O osoizo0s suomites  [TEERETL

[ Organizational Development

> Enterprise Leaming

[ \wiorkforce Monitoring Onee you elick Select, it will take a few seconds for your kenefits enroliment infarmation to load.
L Pension

> Set Up HRMS

1> Worklist

I Tree Manager

- Reporting Tools

1> PeopleTools

|- Emplovee Self Service Home

|- tanater Seif Service Home
an

10. Click the “Edit” button next to the plan of your choosing, (i.e. medical, dental, vision, etc...)

PeopleSoft.

= Benefits L e indow | Help | Gustamize Page -~
> Benefits Information b | ! l L&
> Dependents and
Benefitiaries y
I Life Events Benefits Enrollment
- Benefits Summary
- DependentiBeneficiary Open Enroliment
— John Doe
- Insurance Summary
t Open enrallmentis your annual apportunity to modify your benefit choices a
[> Learning and Di To continue inthe Flexible Spending Accounts or the Yacation Buy and Sell prograrm next
I Performance Management wear, you must re-enrall in these programs during the Open Enrallment perind
[ Recruiting Activilies ou will be ahle to review the cast of each heneflt an the Enrollment Summary.
= Workllow User Preferences
I Manager Seif Service Important: Your enroliment ot be complete until you Submit your choices to the
> Recruiting
- Wiarkforee Administration Banefits Department.
1> Benefits

> Gompensation Enroliment Handboak

I> Time and Labor

i ol o ot amerca
> Workforce Development -* . -

[ Organizational Development Edit; | Medical Before Tax  After Tax
> Enterprise Leamning

> Workdorse Monitoring Current Blue Advantage HMO EmplsDep

> Pension New:  Blue Gare HWO BaseEmpl+Dep 0.00
E mmﬁws S Edit | Dental Before Tax Afler Tax

[ Tree Manager | Cument Humana Advantage Plus S1:Family

'; Ess;’g’?ﬂgﬁ”'s ~ New:  Humana Advantage Plus S1Famiy 0.00

|~ Employee Self Service Home Edit | Wision Befare Tax  After Tax

| HaraserSellSomte HOME o) o vent. V8P Sianature Plan Empl-Den v

11. Click the “submit” button once you have chosen your benefits. You are almost complete. Now you
will need to finalize your selections. Click the “Submit” button again on the next page.

PeopleSoft.

LunenL veawe

« Benefits ~

I> Benefits Infarmation T New: Waive

b Dependents and Edit | Flex Spending Medical Before Tax

Beneficiaries _I B J

[ Life Events Current Waive

= Benefits Summary

- DenendenyBenenciary Mew:  Walve noo
Infig. Edit | Flex Spending Dependent Care Befare Tax

haurance SUMMmAN

Current Waive

1> Leaming and Develapment Mew:  Waive 0.00
b Performanee Management Edit | Flex Spending Transportation Before Tax
> Rectuiting Activities —I B 2 B
~ Worklow User Preferences] Current Parking Spending Acct: $1,020.00

> Manager Self Service )

| Bt New:  Parking Spending Acet $1,280.00 5250

- Workforce Administration

- Benefits This table summarizes estimated costs foryour new henefit choices.

> Compensation

[ Time and Lahor Before Tax  After Tax Total

1 Payrall for Morth America Costs 5250 0.00 5250

- Wyorkfarce Development Taxes o.00 0.00 0.00

[ Organizational Development

b Enterprise Leaming Your Costs 52.50 0.00 52.50
b Workforce Monitoring These costs do not inchade certsin choices that are based on

U Pension variable earmings

- Set Up HRMS

> Worklist

> Tree Manager Click Submit to send your final choices to the Benefits Department

> Reporting Tools
b PeopleTaols i _ . .
L e e e H e R Important: Your enroliment will not be complete until you Submit your choices to the
- Mansner Seif Senvice Home | Benefits Department.

- Carer
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PeopleSoft.

 Benefits 4/ submit Benefit Choices
> Benefits Infarmation
[ Dependents and John Doe
Beneficiaries
> Life Events *fou have almost completed your enrollment Ifyou have na further changes, click Submit at the
= Benefits Sumrma hottorn of this page to finalize your benefit choices
-~ Dependent/Beneficiary
Info {"Cancel | | Click Cancel ifyau are not ready to subimityaur choices and wish 1o return to the
— Ingurance Summary Enroliment Summary.

- et
> Learning and D
I Performance Management

Do not subimityour benefit choices until you feave eompleted your enrallment You may store your

'+ FERATE AEE choices on each page and return 1o the Enroliment Summary as many fimes as you'd like up until your
~ Worlflow User deadline. However, once you click Submit your benefit choices will be sentto the Benefits
> Manager Self Service Departrent for processing
- Recruiting
i et Once your enrollment s prosessed, you may not be able to make any further benefit changes until the

b Benefits hest Open Enrollment period or ifyou have a qualified family status change,

[ Compensatian

(> Time and Labar m
5 Payrolfor North Amstica

- workfarce Development By submitting your benefit choices you are authorizing the comparny to take deductions from your
- Organizational Development paycheck to pay for your benefit costs. YYou are also authorizing the Benefits Department to send
b Entarprise Leaming necessary personal information 1o your selected providers to initiate and support your coverage

0 workforce Monitaring e
> Pensian

[ SetUp HRMS ek,

to send your final choices to the Benefits Department.

- Worklist
E;’;;D“;‘anﬂ;gsgm | | cancel | Click Cancel ifyou are not ready to submit your choices and wish to retum to the

[ PeopleTools Enrallivient Summary.

[~ Emplovee Self Service Home
~ Manacer Self Gervice Home

- rarser:

12. When you see the Submit Confirmation page, click the “OK” button. Now you are finished
enrolling in your Benefits.

PeopleSoft.

Mew Window | Help | Customize Page | B

=

= Benefits Summary

- DependeniBenefisiary
Info

- Insurance Summary

enefits Enrollment " " .

> Learning and Development| Submit Confirmation

> Performance Management

Benefits Enrollment

[ Reeruiting Activities John Doe
| dwzilos st Mz Your benefit choices have been successiully submitied 1o the Benefits Department
b Bl S R fouwill receive a confirmation statement within one week after Open Enroliment has ended
- Resruiting
kot Administration Toreturn to the Benefits Enrollment page, click OK
(> Benefits

- Compensation

> Time and Labar

> Payroll for North America

> Wiorkforee Development

> Organizational Development
- Enterprise Learning

= Workforce Monitaring

13. To ensure you are enrolled into the benefits you elected, please return to the Open Enroliment
session to review your elections, the navigation is Self-Service > Benefits > Benefits Enrollment,
and Click Button. (You can make as many changes to your election as you would
like  while the event is still open. However, once the event has closed, you can
only make changes to your benefits selections when you have a qualifying event. See employee
handbook for list of qualifying events.)

PeopleSoft. S —

= Benefits ~
[ Benefits Infarrnation 1
> Dependents and
Beneficiaties

[ Life Events

= Benefits Summary T
 Donendenibeneteia Benefits Enrollment
Infg John Doe
= Insurance SUMMary
it After your initial enroliment, the only time you may chandge your henefit choices is during open
> Learning and Development| enrallment or a gualified family status change.
> Performance Management The Infarmation icon provides you with additional information about your enraliment.
> Recruiting Activities The Select hutton nextto an event means itis currently open for enroliment,
= Workflow User Preferences To hedin your enroliment, click Select.
[> Manager Self Service
- Recruiting Mote: Some events may be tempararily closed until you have completed enrallment for a prior event.

- Warkforce Administration

- Benefits
i Compensation Open Benefit Events

(> Time and Lahor Event Des n Event Date  Event Status Job Title

(> Payroll for North America -
- Workioree Developmant Open Enroliment O osoieo0s submites  TIENOR
(- Organizational Development /‘?

[ Enterprise Leaming
(- Workforce Monitoring Once you click Select, itwill take a few seconds foryour benefits enroliment information to load
[ Pension
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14. After clicking the Select button, you will see a screen with the following messages: You have
already submitted your choices to the Benefits Department. You have another chance to
make changes. However, these changes may all be processed after this enrollment
session. Make sure you complete all your changes during this session. Click the OK

0K | button.
PeopleSoft,
Merw &

= Benefits
I Benefits Information
I Dependents and
Beneficiaties
1> Life Events

|

Benefits Enrollment

= Benefits Surnrmary

= DependentiBeneficiany Dpen Enroliment
Info John Doe

= Insurance Summary

You have already submitted your choices to the Benefits Department.

[ Learning and Development You have another chance to make changes
[ Performance Management However, these changes may all be processed after this enrollment session
[- Recruiting Activities Make sure you complete all your changes during this session.

= wiorkflow User Prefarences
[ Manager Self Service -(_
b Retruting L]
[ Warkfaree Administration
[ Benefits

15. Under each plan type, you will see “Current” and “New”, if you made any changes to any of the
plans, be sure that the benefit you want is on the same line as “New”. If you did not make any
changes, you will see the same benefit next to both “Current” and “New”.

PeopleSoft,

+ Benefits ~ -
1> Benefits Information | Benefits Enrollment
b Dependertts and Open Enrollment
Benefitiaries
[ Life Events John Doe
~ Benefits Surmmary
= DependentBeneficiary Cpen enrollment is your annual opportunity ta modify your benefit choices
Info To continue paricipating in the Flexible Spending Accounts or the Wacation Buy and Sell program next
= Insurance Summary wear, you must re-enroll in these programs during the Cpen Enroliment period.

You will be able ta review the cost of each henefit on the Enrallment Summary.

[ Learning and Development

> Performance Managemeant o Your will not be lete until you Submit your choices to the
I Rectuiting Activities Benefits Department.
= Workflow User Preferences)

I Manager Self Service Enroliment Handbook

- Recruiting

[ Warkforce Adrministration
- Benefits Enrolliment Summary

> Compensation

s e 2 (Lt {Edit | Medical Before Tax  After Tax
[ Payroll for North America

b Workfarce Devalopment Current. Blue Advantage HMO.Empl+Den é—

I Organizational Development MNew: Blue Care HMO Base:Empl+Dep 0.00

1> Enterprise Leaming Edit | Dental Before Tax  After Tax
[ Workforce Monitaring

- Pension Current Humana Advantage Plus S81:Family

| Bt s IR Mew:  Humana Advantage Flus 81:Family 0.00

[ Worklist

| Tree Manager Edit | Vision Before Tax  After Tax

- Reporting Tools

I PeopleTools Current. WSP Signature Plan.Empl+Dep

- Emnlovee Self Service Home MNew: WSP Signature PlanEmpl+Dep o.00
: ﬂa?a VE"SEWSEMEQ Lane v Edit | Benefits Subsidy (Credit) Before Tax  After Tax
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16. After you submit your elections, be sure to print a copy of your selections for your records by
returning to the enrollment and printing your elections. Click file on your web browser, and select
print in the list.

) Benefits Enrollment - Mozilla Firefox
S Edit  Wew History Bookmarks Tools  Help

Mew Window ChrHN . @ »,
Hew Tob T ] K https:jps-hrkst.ke lanpsp/HRTST/EMPLOVEEJHRMS/ cfW/3EE_MENLL, W3EB_E 7 7 2 |
Open Location... Ctri+L | | Latest Headlines |_L] Event Rules Tahle |_1] Employee-facing regis... & Yahao! E Customize Links E
Cpen File ChrHo =
Close Window  Ctrk-Shift+w/ %
Close Tab Chriw
Save Page As..  Chr+S m‘
Save Frame As
Send Link...
Page Setup...
Print Preview Before Tax  After Tax
pl+Dep
pl+Dep 0.00
Wark OFfline Before Tax  After Tax
Exdit s G1:Family
MNew: Humana Advantage Plus 51:Family T}
Edit | Vision Before Tax  After Tax

Current. V5P Signature Plan.Empl+Dep

Mew: V5P Signature Plan:Empl+Dep 0.00
Edit | Benefits Subsidy (Credit) Before Tax  After Tax
Current: Dental Plan CreditDental CR
Mew: Dental Plan CreditDental CR 0.00
Edit | Domestic Partner Medical Before Tax  After Tax

Current. Mo Coverage
Mew: Mo Coverage
Edit | Domestic Partner Dental Before Tax  After Tax
Current Mo Coverage
= Mo Coverage
Edit | Domestic Partmer Vision Before Tax  After Tax

Current Mo Coverage
Mew: Mo Coverage

BENEFITS ENROLLMENT USING PEOPLESOFT EMPLOYEE SELF-SERVICE

Listed below are instructions on how to access the Self-Service feature within PeopleSoft HRMS.
There are two primary ways to access PeopleSoft, using the Internet and the City’s Intranet.

ENROLLING FROM HOME USING THE INTERNET

17. In order to access PeopleSoft using the Internet, you will need a computer, internet access,
your username and password. (If you need assistance with your username and/or
password, or have issues logging in, please call the Help-Desk at (816) 513-3333.)

18. Using your web-browser, type www.kcmo.gov in the address bar and you should see a
screen similar to the one below. Scroll to the bottom and select the Employee Home link. If
the Employee Home link is not available, go to page 7 and use instructions for
Enrolling Onsite using the Intranet.
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http://www.kcmo.gov/

CITY OF
KANSAS CITY HOME CITY OFFICIALS

CONTACT US k Bids

e T Public Meetings
City Hall 414 E. 12#h Shrest —r e
Kansas City, Missouri 84108 ] b Open Data

kP ter Award
. Channel 2

About KCMEO.gov | Contact | ADA | Privacy Policy | Legal Motice

19. On the Employee Self Service tab, select the HRMS PeopleSoft Employee Self Service link

Employee Self-

Service

| Employee Self-Service

. This page is for City employee access only. A password and ID are required to enter certain
links. It is recommended that City employees login to the City intranet, myKC, for internal
services.

HRMS PeopleSoft Employee Self Service K

|
| City's Ethics Hofline, 800-340-3132e@)
|
i Note: Avoid using the browser back button.
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PeopleSoft

Dansk

Sign In
Erangais

Copyright 2005 PeapleSoft, Inc.
All fights reserved. Copyrightsto portians of
this software may be awned by ethers.
FeapleSaft Fropristary and Confidential

20. After you successfully login,
have access to Self-Service.

PeopleSoft.

jS=arch:

(@]

I Time Reporting
1 Personal Information
1 Payroll and Compensation
> Benefits
1> Learning and Development
1> Performance Management
1> Recrutiing Activities
- wiorklaw User Preferences|
b Manager Self Senice
b Wiarkiist
b Tree Manager
b Repoting Taols
b PeapleTools
- Emploves Self Service Home
|- Manacer Self Service Home
- Careers
- Chanae by Passward
L i

ltaliana

Select a Language:

Espafiol
Deutsch
Erangais du Canada
Magyar

Nederands Morsk

Folski
Suomi
Cesting

g 0 Self Service
Mavigate to your self service information and activities

Time Reportiny ||= Personal Informs n
5 Report and reviews yaur time, sehedules, E Review and updste yaur perscnal informatian
request absences and more =l Personal Informetion Summery

[ Report Time EHome and Mailing Sddress

1 ¥igw Time ElPhone Mumbers

= User Preferences 4 More.
7 Bencfits M ¢il]| Learning and Development
2?Review health, insurance, savings, pension or Add or review information related to learming

cther henefits information. Review and update
dependert and beneficiary personal

and cther development such as: Bnguages,
licenses and certificates, competencies, and

intormation membershins
[ Benefits Information =] Trsining Summery

[ Denencents and Beneficiaries [ElRenuest Trainine Enroliment
=] Benefits Summary = Training Request Status
4 More. B Mare

|- ntv Systerm Profile
|- by Dictionary

‘Workflow User Preferences

2| Recruiting Activities
Frofiles workfiow user preferences

= Recruting Activiies
ElGaresrs
=l check Referral Status
] Confitm Referral
3 More:

Portugués

Gvenska
BEE
Bycckmif

you will be on the PeopleSoft Home page; from this page,
Click the Self-Service link, and then click the Benefits link.

53— |Pavioll and Compensation
@@ Review your pay anel eompensation history.
Upriste your direct deposit and ther deduction
or contribution information
=] view Pavcheck
=] Yolurtary Deductions
ElDirect Depost
2 More:

Performance Management

Access your performance and development
documents, and evalustions you have done for
others.

21. Click the Benefits link; look for the link titled Benefits Enrollment.

PeopleSof

[Search:

&
[ Self Setvice
I Time Reporting
I> Fersanal Information
1> Payrall and Compensation

> Benefits Information
I Dependents and
Beneficiaries

[ Life Events

- Benefits Surnmar;

? Benefits

Revizsy health, insurance, savings, pension of other henefits information. Review and update dependent and beneficiary personal information

Benefits nformation Dependents and Beneficiaties
Review heatth, insLrance, savings, pension or Feeview andl Uptiate clenentient and beneficiary
ather henefits information persanal information,
= Heatth Cars Summary. = DependertBeneticiary Coverase
= Savings Summar = Health Care Depencent Summary.
= Savings Contribution Sunmary = Insurance Beneficiary Summary
2More. = savings Beneficiary Summary.

Lite Events Dependent Beneficiary Info
- DependentBeneficiary ﬁ Iniiste = Ife evert 1o record your marriage o |1=—| Reviow or uptste dependent and beneficiary
Infiy the birth o adoption of your child information.
- Insurance Summary 5 Bithadoplion
- Banefils = Mariags

I> Learning and Development|
[ Performance Management
I» Recruiting Activities

- Benefits Ei ent
1= Envolin benett

= Workflow User

Benefits Summary
=] Revievr a summry o current, past ar future
benefit enralments:.

- nance a
=] Review a summary of your ifs and aDaD
insurance.

you will

22. After clicking the Benefits Enrollment link, you will be taken to the Benefits Enroliment Page. To
begin the enrollment process, click the select button.
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PeopleSoft.

= Benefits
[» Benefits Information
[> Dependents and
Beneficiaries
[» Life Events
= Benefits Summary 7
 epandaniBanaeia Benefits Enroliment
Info John Doe
Insurance Summary

>

Mew Window | Help | Customize Page | &)

Afer yaur initial enraliment, the only time you may change your benefit choices is during open

> Leaming and D or a qualified family status change.
b The icon provides you with additional information about your enrollment
I Recruiting Activities The Selecthutton nextto an event means itis currently open for enrollment,
~ Warkllow User Preferences| | To begin your enrollment, click Select.
- Manager Self Service
[ . Note: Some events may be temporariy elosed until you have completed enrallment for & prior event,

> Wirkforce Administration

- Benefits
I> Compensation Open Benefit Events

> Tirme and Labar nt Descript Event Date  Event Status  Job Title

1> Payroll for North America T SENIOR

[ Workforce Development Open Enroliment O osoizo0s suomites  [TEERETL

[ Organizational Development

> Enterprise Leaming

[ \wiorkforce Monitoring Onee you elick Select, it will take a few seconds for your kenefits enroliment infarmation to load.
L Pension

> Set Up HRMS

1> Worklist

I Tree Manager

- Reporting Tools

1> PeopleTools

|- Emplovee Self Service Home

|- tanater Seif Service Home
an

23. Click the “Edit” button next to the plan of your choosing, (i.e. medical, dental, vision, etc...)

PeopleSoft.

= Benefits L e indow | Help | Gustamize Page -~
> Benefits Information b | ! l L&
> Dependents and
Benefitiaries y
I Life Events Benefits Enrollment
- Benefits Summary
- DependentiBeneficiary Open Enroliment
— John Doe
- Insurance Summary
t Open enrallmentis your annual apportunity to modify your benefit choices a
[> Learning and Di To continue inthe Flexible Spending Accounts or the Yacation Buy and Sell prograrm next
I Performance Management wear, you must re-enrall in these programs during the Open Enrallment perind
[ Recruiting Activilies ou will be ahle to review the cast of each heneflt an the Enrollment Summary.
= Workllow User Preferences
I Manager Seif Service Important: Your enroliment ot be complete until you Submit your choices to the
> Recruiting
- Wiarkforee Administration Banefits Department.
1> Benefits

> Gompensation Enroliment Handboak

I> Time and Labor

i ol o ot amerca
> Workforce Development -* . -

[ Organizational Development Edit; | Medical Before Tax  After Tax
> Enterprise Leamning

> Workdorse Monitoring Current Blue Advantage HMO EmplsDep

b Pension Ly MW Blue Care HMO BaseEmpl+Den 0.00
p Bl GRS = i | Donta Before Tax Afler Tax

b Workist

> Tree Manager Current Humana Advantage Plus S1T:Family

| Reporiing Tools 2

b PeopleTools N N g Humana Advantage Plus S1:Family 0.00

|~ Employee Self Service Home * Edit | Wision Befare Tax  After Tax

|- tanaer Gelf Semice Home

Loeos ¥ Cument VSP Signature PlanEmal+Den &

24. Click the “submit” button once you have chosen your benefits. You are almost complete. Now you
will need to finalize your selections. Click the “Submit” button again on the next page.

PeopleSoft.

LunenL veawe

« Benefits ~

I> Benefits Infarmation T New: Waive

b Dependents and Edit | Flex Spending Medical Before Tax

Beneficiaries _I B J

[ Life Events Current Waive

= Benefits Summary

- DenendenyBenenciary Mew:  Walve noo
Infig. Edit | Flex Spending Dependent Care Befare Tax

haurance SUMMmAN

Current Waive

1> Leaming and Develapment Mew:  Waive 0.00
b Performanee Management Edit | Flex Spending Transportation Before Tax
> Rectuiting Activities —I B 2 B
~ Worklow User Preferences] Current Parking Spending Acct: $1,020.00

> Manager Self Service )

| Bt New:  Parking Spending Acet $1,280.00 5250

- Workforce Administration

- Benefits This table summarizes estimated costs foryour new henefit choices.

> Compensation

[ Time and Lahor Before Tax  After Tax Total

1 Payrall for Morth America Costs 5250 0.00 5250

- Wyorkfarce Development Taxes o.00 0.00 0.00

[ Organizational Development

b Enterprise Leaming Your Costs 52.50 0.00 52.50
b Workforce Monitoring These costs do not inchade certsin choices that are based on

U Pension variable earmings

- Set Up HRMS

> Worklist

> Tree Manager Click Submit to send your final choices to the Benefits Department

> Reporting Tools
b PeopleTaols i _ . .
L e e e H e R Important: Your enroliment will not be complete until you Submit your choices to the
- Mansner Seif Senvice Home | Benefits Department.

- Carer
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PeopleSoft.

 Benefits 4/ submit Benefit Choices
> Benefits Infarmation
[ Dependents and John Doe
Beneficiaries
> Life Events *fou have almost completed your enrollment Ifyou have na further changes, click Submit at the
= Benefits Sumrma hottorn of this page to finalize your benefit choices
-~ Dependent/Beneficiary
Info {"Cancel | | Click Cancel ifyau are not ready to subimityaur choices and wish 1o return to the
— Ingurance Summary Enroliment Summary.
- et

> Learning and D
[ Performance Management Do not submityour henefit chaices until you hawve completed your enrallment You may store your

'+ FERATE AEE choices on each page and return 1o the Enroliment Summary as many fimes as you'd like up until your
~ Worlflow User deadline. However, once you click Submit your benefit choices will be sentto the Benefits
> Manager Self Service Departrent for processing

o Recutng Once your enrollment is processed, you may not be able to make any further benefit changes uniil the
- Workforce Administration
[ Benefits hext Open Enrolment period or ifyou have a qualified family status change.

[ Compensatian

(> Time and Labar m
5 Payrolfor North Amstica

- workfarce Development By submitting your benefit choices you are authorizing the comparny to take deductions from your
- Organizational Development paycheck to pay for your benefit costs. YYou are also authorizing the Benefits Department to send
b Entarprise Leaming necessary personal information 1o your selected providers to initiate and support your coverage

0 workforce Monitaring e
> Pensian

[ SetUp HRMS ek,

to send your final choices to the Benefits Department.

- Worklist
E;’;;D“;‘anﬂ;gsgm | | cancel | Click Cancel ifyou are not ready to submit your choices and wish to retum to the

[ PeopleTools Enrallivient Summary.

[~ Emplovee Self Service Home

~ Manacer Self Gervice Home
- rarser:

25. When you see the Submit Confirmation page, click the “OK” button. Now you are finished
enrolling in your Benefits.

PeopleSoft.

Mew Window | Help | Customize Page | B

=

= Benefits Summary
= DependentiBenefician

Info
= Insurance Surmnmary Benefits Enrollment

enefits Enrollment - - X
> Learning and Development| Submit Confirmation

> Performance Management

[ Reeruiting Activities John Doe
| dwzilos st Mz Your benefit choices have been successiully submitied 1o the Benefits Department
b Bl S R fouwill receive a confirmation statement within one week after Open Enroliment has ended
- Resruiting
kot Administration Toreturn to the Benefits Enrollment page, click OK
(> Benefits

- Compensation

> Time and Labar

> Payroll for North America

> Wiorkforee Development

> Organizational Development
- Enterprise Learning

= Workforce Monitaring

26. To ensure you are enrolled into the benefits you elected, please return to the Open Enrollment
session to review your elections, the navigation is Self-Service > Benefits > Benefits Enroliment,
and Click Button. (You can make as many changes to your election as you would
like  while the event is still open. However, once the event has closed, you can
only make changes to your benefits selections when you have a qualifying event. See employee
handbook for list of qualifying events.)

PeopleSoft. S —

= Benefits ~
[ Benefits Infarrnation 1
> Dependents and
Beneficiaties

[ Life Events

= Benefits Summary T
 Donendenibeneteia Benefits Enrollment
Infg John Doe
= Insurance SUMMary
it After your initial enroliment, the only time you may chandge your henefit choices is during open
> Learning and Development| enrallment or a gualified family status change.
> Performance Management The Infarmation icon provides you with additional information about your enraliment.
> Recruiting Activities The Select hutton nextto an event means itis currently open for enroliment,
= Workflow User Preferences To hedin your enroliment, click Select.
[> Manager Self Service
- Recruiting Mote: Some events may be tempararily closed until you have completed enrallment for a prior event.

- Warkforce Administration

- Benefits
i Compensation Open Benefit Events

(> Time and Lahor Event Des n Event Date  Event Status Job Title

(> Payroll for North America -
- Workioree Developmant Open Enroliment O osoieo0s submites  TIENOR
(- Organizational Development /‘?

[ Enterprise Leaming
(- Workforce Monitoring Once you click Select, itwill take a few seconds foryour benefits enroliment information to load
[ Pension
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27. After clicking the Select button, you will see a screen with the following messages: You have
already submitted your choices to the Benefits Department. You have another chance to
make changes. However, these changes may all be processed after this enrollment
session. Make sure you complete all your changes during this session. Click the OK

0K | button.
PeopleSoft,
Merw &

= Benefits
I Benefits Information
I Dependents and
Beneficiaties
1> Life Events

|

Benefits Enrollment

= Benefits Surnrmary

= DependentiBeneficiany Dpen Enroliment
Info John Doe

= Insurance Summary

You have already submitted your choices to the Benefits Department.

[ Learning and Development You have another chance to make changes
[ Performance Management However, these changes may all be processed after this enrollment session
[- Recruiting Activities Make sure you complete all your changes during this session.

= wiorkflow User Prefarences
[ Manager Self Service -(_
b Retruting L]
[ Warkfaree Administration
[ Benefits

28. Under each plan type, you will see “Current’” and “New”, if you made any changes to any of the
plans, be sure that the benefit you want is on the same line as “New”. If you did not make any
changes, you will see the same benefit next to both “Current” and “New”.

PeopleSoft,

+ Benefits ~ -
1> Benefits Information | Benefits Enrollment
b Dependertts and Open Enrollment
Benefitiaries
[ Life Events John Doe
~ Benefits Surmmary
= DependentBeneficiary Cpen enrollment is your annual opportunity ta modify your benefit choices
Info To continue paricipating in the Flexible Spending Accounts or the Wacation Buy and Sell program next
= Insurance Summary wear, you must re-enroll in these programs during the Cpen Enroliment period.

You will be able ta review the cost of each henefit on the Enrallment Summary.

[ Learning and Development

> Performance Managemeant o Your will not be lete until you Submit your choices to the
I Rectuiting Activities Benefits Department.
= Workflow User Preferences)

I Manager Self Service Enroliment Handbook

- Recruiting

[ Warkforce Adrministration
- Benefits Enrolliment Summary

> Compensation

s e 2 (Lt {Edit | Medical Before Tax  After Tax
[ Payroll for North America

b Workfarce Devalopment Current. Blue Advantage HMO.Empl+Den é—

I Organizational Development MNew: Blue Care HMO Base:Empl+Dep 0.00

1> Enterprise Leaming Edit | Dental Before Tax  After Tax
[ Workforce Monitaring

- Pension Current Humana Advantage Plus S81:Family

| Bt s IR Mew:  Humana Advantage Flus 81:Family 0.00

[ Worklist

| Tree Manager Edit | Vision Before Tax  After Tax

- Reporting Tools

I PeopleTools Current. WSP Signature Plan.Empl+Dep

- Emnlovee Self Service Home MNew: WSP Signature PlanEmpl+Dep o.00
: ﬂa?a VE"SEWSEMEQ Lane v Edit | Benefits Subsidy (Credit) Before Tax  After Tax
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29. After you submit your elections, be sure to print a copy of your selections for your records by
returning to the enrollment and printing your elections. Click file on your web browser, and select
print in the list.
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Mew Window ChrHN

s,
[ B
MNew Tab Chr+T '
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Close Window  Ctrk-Shift+w/ %
Close Tab Chriw
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Before Tax  After Tax

pl+Dep 0.00
‘Wark OFfling Before Tax  After Tax

Exdit s G1:Family
Mew:  Humana Advantage Plus S1:Family 0.00
Edit I Vision Before Tax  After Tax

Current. V5P Signature Plan.Empl+Dep
Mew: V5P Signature Plan:Empl+Dep 0.00
Edit | Benefits Subsidy {Credit) Before Tax  After Tax
Current: Dental Plan CreditDental CR
Mew: Dental Plan CreditDental CR 0.00
Edit I Domestic Partner Medical Before Tax  After Tax
Current: Ma Coverage
Mew: Mo Coverage
Edit | Domestic Partner Dental Before Tax  After Tax
Current Mo Coverage
= Mo Coverage
Edit | Domestic Partner Vision Before Tax  After Tax

Current Mo Coverage
ew. Mo Coverage

el
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